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Get Ready 

• What’s new with HDS 12? 
– Always single left click 

• The system does not allow double-click selection 

– “Program Choice” eliminated 
• Lenders are directed to program selection menu 

– “Origination Tab” is required at commitment 
• Previously required after initial commitment 

– Arrows replace plus signs  
• Expanded program choices now opened using arrows  
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Get Ready 

• Attend program training 
– Lender online commitment success relies on Minnesota 

Housing program knowledge 
 

• Get User ID and Password from Web Administrator 
– The Web Administrator is the online access gatekeeper at 

your company 
 

• Check compatibility 
– Internet Explorer only 
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Get Ready 

• Go to www.mnhousing.gov 
–Click “Partner Login” in the top navigation 
–Click on “Loan Commitment System” 
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Loan Commitment (Lock) Period 

• Loans must be delivered within:  
– Start Up - 60 days* 
– Step Up/MCC - 45 days* 

• No new loan commitments  
– Monday-Friday from 8-10 a.m. 
– Fridays and holidays (next business day) from  

5 pm-10 am  
* Lending partners can extend commitments on Forms Generator. Fees may apply. 
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1003 Upload 

• Login with User Name 
and Password (sent 
from your company’s 
Web Administrator) 

• User will be prompted 
to change password 
every 180 days 
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1003 Upload 

• Click on “Single Family 
Web Management” 
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1003 Upload 

• Click on “New Loan 
Commitment” 
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1003 Upload 

• Single left click on the 
correct program name 

• Next, “New Loan” will 
become a live field  
–Click “New Loan” 
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1003 Upload 
1. Select the correct office 
2. Single left click on the 

arrow next to the correct 
product 
– The selection will be green 
– Product and program name 

3. Single left click on the 
correct product 
– Choose the correct program (with 

or without an assistance loan 
– “New Loan” will become live 

4. Click “New Loan” 
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1003 Upload 

• Click “Upload Loan” 
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1003 Upload 

• Browse and choose the correct file. File must 
be in the Fannie Mae .fnm format to upload. 



13 

1003 Upload 

• Open the correct file 
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1003 Upload 

• Click “Upload File” 
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1003 Upload 
Loan Info 

• Complete and verify all information  
– Note: Be sure to click on calculator icon for P&I payment 
– “Initiative” should only be chosen if using Deferred Payment Plus 

 

 



16 

1003 Upload 
Origination Tab 

• Complete and verify all information  
– Select the correct loan officer 
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1003 Upload 
Property Info 

• Complete and verify all information  
– In the “City” dropdown select the correct city/county combo 
– Census Tract is required – enter “9999.99” in the first box 
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1003 Upload 
Borrowers Tab 

• Single click on “Borrower” and then click 
“Edit” 
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1003 Upload 
Borrower Tab 

• Complete and verify all information  
–Complete all of the applicable fields 
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1003 Upload 
Additional Borrower(s) 

• Complete and verify all information for any 
additional borrowers 
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1003 Upload 
Borrower Tab 

• Complete and verify all information  
–Dependents under 18 
–Other Dependents – over the age of 18 
–Disabled Household – if applicable 
–Program Total HH Income – annual income 

• Please edit for program household income 
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1003 Upload 
Finance Tab 

• Verify all information for Housing Expense, 
DTI, LTV, and CLTV. 
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1003 Upload 
Other Tab 

• Personal Property in 
Transaction 
– Enter “No” 

• For Deferred Payment 
Plus loans only 
– Housing Ratio 28% or 

above 
• (Y or N) 

– Housing Ratio 
• Must enter a number  
e.g. (XX.XX) 
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1003 Upload 

• If no downpayment loan: 
– Click on “Submit” 
– Message Summary - OR – 
– Validation Summary 

• If downpayment loan: 
– Click on “Add Additional” 
– Loan Commitment 

Downpayment Loan 
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1003 Upload 
Downpayment Loan 

• Single click on correct downpayment 
–Then click “New Loan” 
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1003 Upload 
Downpayment Loan 

1. Single left click on the 
arrow next to the correct 
product 
– The selection will be green 
– Product and program name 

2. Single left click on the 
correct product 
– Choose the correct program 

(with or without an assistance 
loan 

– “New Loan” will become live 

3. Click “New Loan” 
 

 
 

 

1. 

2. 

3. 
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1003 Upload 
Downpayment Loan 

1. Enter the loan 
amount 

2. Click on 
calculator icon 
for P&I payment 
 Increments of 

$100 

3. Click “Submit” 

3. 

1. 

2. 
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Message Summary 

• Successful commitment 
– Message Summary confirms the loan is in 

Commitment stage 
– If the commitment is out of compliance the user 

will receive a Validation Summary 
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Validation Summary 

• Gives information on items out of program compliance 
– Validation Summary items must be adjusted for successful 

loan commitment 
– Check loan parameters to make sure the loan is within 

program limits 
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For More Information 

Partner Solutions Team: 
Cheryl Rice, Michael Nguyen, Heidi Welch 

 

7:30 a.m. to 5:00 p.m. 
651.296.8215, option 4 

mnhousing.solution@state.mn.us 
www.mnhousing.gov 

 

mailto:mnhousing.solution@state.mn.us
http://www.mnhousing.gov/
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